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ABSTRACT 

The general purpose of the occupational analysis is 
to provide workable, basic information dealing with the many and 
varied duties performed in the insurance sales occupation. The 
document opens with a brief introduction followed by a job 
description. The bulk of the document is presented in table form. 
Eleven duties are broken down into a number of tasks and for each 
task a two-page table is presented, showing on the first page: tools, 
equipment, materials, objects acted upon; performance knowledge 
(related also to decisions, cues and errors) ; safety — hazard; and on 
the second page: science; math— number systems;\ and communications 
(performance modes, examples, and skills and concepts) . The duties 
include: prospecting; servicing, selling, writing, and delivering 
policies; collecting premiums; accounting for premiums collected; 
preparing reports; maintaining good public relations; rating; and 
jB aiiitainl jiq an office. Appended is a list of standard sales and 
office equipment. (BP) 
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FOREWORD 



The occupational analysis project was conducted by The Instructional Materials 
Laboratory, Trade and Industrial Education, The Ohio State University in con- 
junction with the State Department of Education, Division of Vocational Educa- 
tion pursuant to a grant from the U.S. Office of Education. 

The Occupational Analysis project was proposed and conducted to train voca- 
tional educators in the. techniques of making a comprehensive occupational 
analysis. Instructors were selected from Agriculture, Business, Distributive, 
Home Economics and Trade and Industrial Education to gain e^cperience in 
developing analysis documents for sixty-one different occupations. Represen- 
tatives from Business, Industry, Medicine, and Education were involved with 
the vocational instructors in conducting the analysis process. 

The project was conducted in three phases. Phase one involved the planning 
and development of the project strategies. The analysis process was based 
on sound principles of learning and behavior. Phase two was the identifica- 
tion, selection and orientation of all participants. The training and work- 
shop sessions constituted the third phase. Two-week workshops wete held 
during which teams of vocational instructors conducted an analysis of the 
occupations in which they had employment experience. The instructors were 
assisted/by both occupational consultants and subject matter specialists. 

The project resulted in producing one hundred two (rained vocational instruc- 
tors capable of conducting and assisting in a comprehensive analysis of 
- various VccuR ations . Occupational analysis data were generated for sixty-one 
occupations. The analysis included a statement of the various tasks performed 
in each occupation. For each task the following items were identified: 
tools and equipment; procedural knowledge; safety knowledge; concepts and 
skills of mathematics, science and communication needed for successful per- 
formance in the occupation. The analysis data provided a basis for generating 
instructional materials, course outlines, student performance objectives, 
criterion measures as well as identifying specific supporting skills and 
knowledge in the academic subject areas. 
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PREFACE 



The participants approached this task from the position of the insurance 
salesperson's duties. The analysis started with the assumption that the 
salesperson is competent and has been licensed by the state in which lie/she 
is selling. No specific duty was analyzed as to kind of insurance sold (life, 
health and accident, casualty or business insurance).* These are general duties 
and are performed by any insurance salesperson regardless of the employment 
agency (some agents are debit agents, some are self-employed while others are broker 
who represent several companies). No attempt was made to go into detail on the 
specific tasks of maintaining an adequate staff: purchasing, accounting and filing. 
These duties would vary depending on the agent's mode of employment and would be a 
duplication of other occupational analyses. 



*Each of these categories require an unique approach to the prospect. 



n 



ACKNOWLEDGMENT 



We wish to acknowledge the valuable assistance rendered by the following 
subject matter specialists. They provided input to the vocational instruc- 
tors in identifying related skills and concepts of each respective subject 
matter area and served as training assistants in the analysis process during 
the two*week workshops. 



Rollin M. Barber, Psychology 
The Ohio State University 
Columbus, Ohio 

Jodi Beittel, Communications 
Columbus, Ohio 



Diana L. Buckeye, Mathematics 
University of Michigan 
Avon Lake, Ohio 

Rick Fien, Chemistry 

The Ohio State University 

Beachwood, Ohio 

N.S. Gidwani, Chemistry 
Columbus Technical Institute 
Columbus, Ohio 

Bruce A. Hull, Biology 
The Ohio State University 
Columbus, Ohio 

Donald L. Hyatt, Physics 
Worthington High School 
Worthington, Ohio 



Glenn Mann, Communications 
Columbus, Ohio 



Jerry McDonald, Physical Sciences 
Columbus Technical Institute 
Reynoldsburg, Ohio 

Colleen Osinski, Psychology 
Columbus Technical Institute 
Columbus, Ohio 

David Porteous, Communications 
University of Connecticut 
Colchester, Connecticut 

Jamfes A. Sherlock, Communications 
Columbus Technical Institute 
Columbus, Ohio 

Jim VanArsdall, Mathematics 
Worthington High School 
Worthington, Ohio 

Lillian Yontz, Biology 
The Ohio State University 
Caldwell, Ohio 



The following individuals are acknowledged for their organizational assistance in 
identifying and coordinating the vocational instructors and consultants in Distributive 
Education* 

Cathy Ashroore, Director _ James R. Gleason 

Distributive Education Instructional Indian Hills High School 

Materials Laboratory Cincinnati, Ohio 

Columbus, Ohio 



Acknowledgment is extended to the following I.M.L. staff members for their role in 
conducting the workshops; editing, revising, proofing and typing the analyses. 



Faith Justice 


Research Associate 


Sheila Nelson 


Administrative Assistant 


Marsha Opritza 


Editorial Consultant 


Rita Buccilla 


Typist 


Peg Bushelman 


Typist 


Carol Fausnaugh 


Typist 


Mindy Fausnaugh 


Typist 


Rita Hastings 


Typist 


Carol Hicks 


Typist 


Sue Holsinger 


Typist 


Barbara Hughes 


Typist 


Carol Marvin 


Typist 


Patti Nye 


Typist 


Kathy Roedlger 


Typist 


Mary Salay 


•Typist 



JOB DESCRIPTION 



A licensed insurance salesperson locates prospective clients; sells, writes 
and services policies, collects and accounts for premiums; investigates and • 
adjusts claims; maintains good community relations; maintains an efficient office; 
reports periodically to supervisors and entertains prospective clients and 
prospective employees. 
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Duty A Servicing Policies/^ 



1 Maintain current policies 

2 Adjust claims 

3 Give gifts 

4 Review policy's coverage 

5 Maintain a current file 

6 Provide proof of insurance 




* 



< 

N 
< 
I 



> 
UJ 

u. 

< 

CO 



UJ 

(J 
o 

UJ 

§ 

O 

2 
:^ 

UJ 

o 
z 
<t 

o 



CO 



UJ 
< 



iii 



D 
O 

UJ 

o 
o 



< 

CO 

a 

Ui 

2 
o 



T3 



O 



>> o 

•H O 

O c 



fH O 

o a 
c 

O 

4J (0 

o 



o 
> 

> 



T3 

M 
O 

T3 

5 



O 



6 

•H •H 

s § 

iH a 

O T3 

C 

U CO 



CO 

H 
CO 



CO 

M 
o 
o 

O 













u 


O 


4J 


(U 




<D 


tu 


nj 


a 




T3 






nj 




iH 


C 




PU 




O 


•H 


T3 






43 




a 


43 




>s 


>> 




o 




O 


O 




4J 




•H 


•H 


CO 


nj 


CO 


iH 


iH 


a 






O 


O 


o 


O 


a 


CU 




CO 


o 






4J 






U 




nj 


T3 




C 


c 


o 


a 


u 


(U 


0) 


vH 


nj 


(U 


CO 


CO 


•H 


Pu 


(U 


0) 


Pu 


C 


o 


u 




Pu 




}^ 


PL4 


PL4 


< PL4 PL4 









4J 










o 




















(d 




W 






\M 




St 








a 










u 


•H 




cd 




4J 




00 


rr-t 


CO 


■ 




*H 


•H 






M 


ex 




en 


j_i 












OU 


td 




o 


*iH 












U 


c 


CO 




*rH 


o 


(U 


§ 


H 


•H 


M 




O 


4J 




4J 


CI. 


cd 




O 




iH 


n 1 


Cd 




r\ 

\J 




(U 




fH 


a 


o 


CO 






a 


CO 


00 


No 




o 













§ 






CO 


















M 


ec 




U 






O 


ub 




CO 


CO 




QJ 




U 


CO 


(U 


•H 




43 


O 


o 


4J \ 


> 


X 








00 

a 


o 


00 •H 




a 


00 








a 






o 


td 




4J 












CO 


CO 


CO 


4J 






a 


a 


c . 


(U 


(U 


(U 


•H 


•H 


•H 


fH 


r-» 


iH 


U 


CJ 





CO 

Z 
O 

o 

Ui 

O 



T3 




(U 


O 


T3 


•H 


(U 


•H 


(U 


O 


a 


a 


CO 




•H 






a 






a 


u 


•H 


o 


•H 




o 


u 


a 


(U 




T3 




•H 


(U 




C 










(U 




a 




o 




u 


a 

•H 


Pu 






e 


u 


(U 


Q) 


4J 


H 


(U 


0) 


Q 


CO 



S 
H 

CO 

> 

C/) 

cc 
ui 

CD 
D 



C/5 
W 
H 

M 

O 

PL4 



Ui 

o 

Ui 

O 
C/5 



H 
Z 
Ui 

UI 
< 



O 
03 



U 



o 

C 4J 53 

<H Q) 
4J a 

o c 
a cd 



u 



:3 



:3 
a 

Cd C 
a cd ^ 
^ e 

w 

(0 

c 

O -H cd 

4J (0 iM 

cd o 
M a 

0) •H 
a 4J 

O Q) cd 



cd 



Q) cd C 

C CO 
U4 (2 



a 
a 

Cd 



a 

Q) 
XI 



(0 

c 
o 



00 

o cd 

< a 

I 



(0 

U -H 
Q) Cd 

^ rH 

0 iH m 

9 Cd a . 

C a -H 

Q) c § 

o ^ a 

*c a Q) 

Q{ a 

Cd C Cd 

Cd 

00 a 

(0 

a 4J 
a 

a > Q) 

Q) Q) iH 

T3 T3 Q) 



MH 00 

0 -H M 
(0 4J O 
C 00 :3 4J 

o c P. Cd 

AJ O 3 

a c o a 

cd :3 iH 

M O M-l cd 

iM M o a 

1 t 

Q) 
CD 



I— I 



(0 



Cd 

CO 



a 
o 

iH 

Cd 



o 

U3 



O 



a 
cd 
u 

a a 
cd a 



(0 

c 

_ o 
4J cd 4S 



a r! 

Q) 3 

<n o 
0). o 
U 00 



cd 

a . 

00 

c 

CQ \ 



Z 

o 

< 
a 

z 

D 

s 
s 
o 
u 



ERIC. 



o cd 

4J (0 

Cd Q) 

•H :i 

a cr 

c -H 

:3 c 

Q) a 
c 

O OS 

to iH 

0} Cd 

Q) CO 

CI* T3 . 

X c 

Q) cd 

M4 C 

O O 
•H 

>s (0 

:i § 

U CO < 

cd M 

a P« 1 
I 



o 



u 
c 

CO 



Cd 

a 

a cf 

iH CO 

00 cd 

O rH 

H a 
I 




cd cd CO cd 



C CO c 

Q) o >s o 

>s 4J rH 

00 V 4J CD 



4 CQ 

^ 4J 

D. O 

CO g o. 

> O U 
I i 



u 

Q) 
T3 

rH 

O 

a 



o 



00 



3 

CO 

I 



00 
C 
•H 

M 

cd 
Q) 

Pu 

CO 



4J 

§ 

M 

a 

u 
o 



o 



u 
o 



CO 
Q) 
00 

c 
a 



rH 

O 

f. 

a 



o 



*H 00 
CO C 
00 0) -H 

•H a 0) 

4J 4J 
•H rH CO 
U O -H 



M 
Q) 
T3 
t-H 
O 

>s MH 
^ >s 

Q) a 

O iH 
M o 
o* a 

CO 4J 

4J C 

C Q) 

Q) CO 

•H Q) 

rH J-l 

a o* 

00 00 

0) cd 

•H 0) 



00 



00 
C 

C 
Q) 



00 00 

•51 ?5 

0) Cd 

> Ot5 



/C5 



Q 

< 
X 



< 

c/0 



o 

UJ 

O 
z 

o 
< 

o 

u. 
CC 
UJ 

GL 



CO 
H 

s 

o 

H 

to 
5 



UJ 

S 

UJ 



CO 

< 



ERLC 



CC 
UJ 

< 

S z 

Z =5 

5 b 

O < 
111 

O fi' 
H O 



Q 












(0 






(0 




00 


vj 






,—1 




(J 












u 


4J 






M 




C3 


:3 






0 




(J 








CO 


















a 




4J 


Q) 




Q 


U 






U 




(0 


0^ 




a 




c 


c 


C 


0) 


•H 




•H 






rH 




1 




c 




0) 




a 


>^ 


(0 


cd 




0 

































Q) 




















0) 




> 




CO 




0. 




0 


CO 


a 




iH 


CO 








0 


(0 






fH 


•H 




td 








iH 


U 


(0 




fH 


0 


0} 




0 M-l 


0 




T3 




fH 






Q) 






Q) 


4J 




a 


C 


cd 


•H 


•H 


•H 






iH 




C 




0 


e 


<D 


a 




Q) 


O4 






4J 








Q) 








Q 





CO 

a 

4J 

CO 



CO 
CO 

o 



o 

u 
o 



cd 

•H 

a 



o 



(0 

CO 

o 

fH 

(U 

a. H 

O'M 60 
MH Q) Q) CO 
T3 .H ^ 

•H O M-l 
^ O «« 

o a M-i 0 

•H O •H 

fH O Cd 

O O M fH 

^ pL4 pL4 CJ 



e 

o 



t3 
Q) 

Q) 
> 
O 

a 



CO 

o 









1 












cd 




CO 


»H 


C 


(d 


0) 


00 


a 


(U 




rH 


a 


CO 




•H 


of 


CO 




(0 






a 


»H 


3 



s 

tii 
H 

> 

cc 
lii 

GQ 

S 
D 
Z 



< 



s 

o 

H 

cn 

5 



tii 

S 
ui 

< 



UJ 

O 
Z 

UJ 

O 

CO 



ERLG 



o 

CO 




(0 



o 

C 
cd 

(0 
H 



a 

Q) 
T3 



00 
C 

C 



(0 

Cd 

T3 



4J 




00 






g 




C 










•H 










ur 






Cd 




T3 






iH 










-a 


of 


1-1 






oward 


ties 


ecial 






u 


•H 


Cu 








iH 


(0 




1-1 




Cd 


Q) 


O >s 4J 1-1 




:3 




Cd 4J 


a -H 


u 


a* 




(0 


Q) 


cd 




U 




0UT3 


(X 


Q) 


o 


a c 


00 o 


§ 


(0 


cd 


o o 


Q) O 








cd j:: 


M 00 




u 




















Q) 










X 








CO 


w 









6 



Q) 
•O 
1-1 

O 

o 



o 



3 00 

1-1 trt 

" 1 

w ^ 



4J 

§ 
§ 

1-1 
U 
U 
Q) 

CO 



CO 

Z 
O 

H 
< 

a 
z 

D 

s 
s 
o 

a 













CO 














§ 




U-l 




CO 










o 




rt 






nl 




>* 




o 














(X 






a 




•H 




Q) 






o 




M 




M 










Cd 










Q) 








1-1 






N 




O 




na 




>* 

00 


ni 








o 


CO 


o 


00 








•rl 


4J 


1-1 


o 




00 






M 


o 


a 




o 




Cd 


O 


c 


Q) 




r-l 


n\ 
w 


p 








O 


u 


Q) 








c 


00 


o 




g 






•H 


Cd 








CO 




e 


(0 


c 








>\ 








O 




u 


u 










cd 00 


§ 






00 


c 


M-i c 


B 








c 


cd 




Q) 




cd 


o 


•H 




Q) ^ 


B 


c 






(0 


c 


4-> Cd 


o 


c 


CO 


CO 


o 


(d 4J 




•H 


o 


c 


Q) 


•H 








•H 




a 


4J 




cd 


Cd 


CO 




o 


D. 








CO 




u 


•rl 




1-1 


a 


Q) 


U 








•H 


c 


U 


D. 




a 


a 


Cd 




o* 




CO 


CO 




c 


Si 


O 




Q) 




Q) 


1 




a 
1 


cd 




Cd 


P- 



I 

a 
:a 
u 

CO 

a 



T3 

g 

CO 

O 
Q) 



Cd 

O 
00 

a 

•H 

Q) 
> 



B 
o 



u 

§ 



4J 

Cd 

CO 

§ 

CO 
4J 
U 
O 
(X 
Q) 



U 
U 
O 
(X 

Q) U 
U U 
O 

CO a 
CO Q) 
O M 

CO a Cd 



o X a 

H Q) 

o u 

o c 

4-4 4J O 

O O -H 

o B <o 

u u 

a M-4 Q) 

O > 



O 
4J 



> 
CO 



T3 



Cd Q) 

4J 



cd T3 

•H 0) 

a u 

C CO 

O M-4 C 

I 



4J 3 CO 

C Cd - 

Q) Q) 4J 

B U U 

Q) :) (d 

4J -H 

4J T3 Cd 

CO Cd a 

i I 



T3 



•H Q) 
H 4J 
O Q) 



00 
U 

Cd 

Q) 

Pu 

CO 



00 

c 

Cd 



00 



00 
C 
•H 

§ 

U 

CO 



00 
Q) 



51 



o 

< 

N 
< 
X 



LU 

< 
CO 



U 

c 
o 
o 
o 
o 



0) 
0) 



UJ 

a 
o 

LU 

5 
o 

UJ 

O 

z 

< 
s 

cc 
o 

a. 
CC 
ui 
a. 



H 

a 
pa 

o 



C/) 

< 
E 

UI 




CO 

c 
o 

•H 

CO CO 

a -H 

O 00 

n 

. > 

4J 4J 1-1 
0)0)0) 
Q Q Q 



eg 



(0 
0) 

u 



4J 

(0 o« 

M -rj 

0) :3 

iH CO 0) 
O 4J 
^ M-l 0) 

Ps-H a 

iH 0) 
O 4J O 

cu cd 

O T3 
U U C 

CO o« (d 

t/) 



o 



u 

o 



«d 



1^ 













•H 




00 








O 






o 


CO 


•H 


-a 


i-C 




O 


td 




M 










O 






CO 




0) 






:a 




o 




a 




CO 






O 


u 




td 


CO 


1-j 


td 


1-j 


0) 


o 




Q 


M 























0) 




CO 








c 




1-J 


1-J 


o 




cd 


0) 


•H 




> 


T3 


CO 


CO 






cd 


4J 




O 


a 


iM 


cd 




a 


•H 


1-1 




o 


00 


H 








O 


O 


u 


u 


T3 




cd 










1 


0) 


0) 






a 


a 


0) 


0) 


1 


1 




T3 








•H 


0) 


0) 


a 


a 


4J 


4J 


0) 


0) 


0) 


0) 


Q 


Q 


Q 


Q 



C/) 



> 
cc 

lii 
fiQ 
S 
D 
Z 



X 
< 



M 

O 

/ 

w 

I- 



2 

til 

UJ 

is 

(0 

ERIC 



ill 

a 

UJ 

o 

CO 



o 



:3 
a 



cd 
a 



(0 

c 
o 



CO 

U CO 

°l 

cd c 

Cd o 

J Cd 

tX4 pti 



o 

CO 
-H 

U 

CP 

i 

a 

Q) 

a 
o 

CO 4J 

o 

o c 
o cd 

a Q) 
cd ^ 
B 

CO 0 

•H Cd 

CO 

O 

a 

4J 

Q) Cd 
J 00 M 

4J a Q> 

•H -H J3 

Cd C O 

a M-i Cd 

•H I 

CO 

cd 



(0 
T3 



f-i cd 

cd a 

o 'H 

•H c: 

a cd 

a Q) 

Q) 0 

(3 Cd 
cd 

a 

(0 

Q) M 

a a 4J 
o -H o 

(0 > 0) 
•H 0) iH 

cd ^ 

e c CO 

O H 
O iJ o 

M-i p« cd 

o e tH 

^ o :3 
a a 

4J 1-4 

M cd 
0) o o 

& I 

O Q) 
U CO 







(0 




ZJ 








}»i 




Q) 




T3 




iH 




O 








f. 




a 




•H 




iH 




O 




P. 








fo 








4J 




Cd 




•H 




U 




Ot 




o 




u 




a 




a 


o 


cd 




a 


CO 


•H 


Q) 




•H 




4J 


O 


•H 


o 


1-1 

3 










0) /-N 





> >^ 

CO Q) 

C 4J 

Q) Cd 

VM U 

O CO 



a 

a a 
cd a 

4J Cd 



>S *J 1-1 

4J a -H 

CO Q) ^ 

Q) P«'d 

C CO o 

O Q) O 

^ u to 



i-i 

I 



o 
a 

o 

CO e 

00 Q) 

O o 

CO 4j 
CO 

c ^ 

'3 « 

CO £ 



CO 

2 
O 

< 

a 

2 
D 

s 
s 
o 
a 



77 



M 






o 






•H 






(0 






CO 






(11 






H 






CU 


4J 




rS 


r* 

M 




w 


Q) 






4J 






0 




Q 


o 






(J 


















s 










Cd 






1-1 






a 








c c 


c 




o cd 


o 


c 




•H 


o 


(0 cu 


4J 




0) a 


Cd 



5r 



(0 Q) ,C 

Cd *H ^ (0 

•H o Q) a 

a ci< M Cd 

C C O 0) . 

Q) cd a ci< a 



g 

a 
a 
o 



I I I 



00 
00 

a 

U 
Q) 
> 



a 

CO 

o M 



u 
•d 

M to 
a 

•d -H CO 

H 1-1 4J 

cd o M-i 

00 

00 o 
Q) C 4J »W 
1-J -H O 
•H >^ 00 

Cd -H CO 

a 0 0) g 

•H O 4J Cd 

1-1 a CO M 

0 O *ri *^ 
P. Cd iH^ 

1 I I 



00 



CO 



00 

c 

00 00 1-1 

c c c 

•d ^ <M 
Cd *H CO 

1:^3 



o 

oc - 
< 

N 
< 
X 



LU 

< 

05 



\ 



t 













0) 






























a 












o 












(0 






•H 




U 


<U 

2 




o 






cd 


u 




i_i 

M 






u 


Q) 










o 


:3 




a 


(0 


to 




o 




Q) 


cu 


1 




X 




4J 


Q) 


Q) 


Q) 


Q) 


(0 


(0 


(0 


O 


O 


O 


►4 


►4 


►4 



o 

> 
o 



M 

o 

g 

M 

02 



LU 

a 

G 

LU 

o 
z 

LU 

o 
z 
< 

o 

LU 

a. 



(0 
Q) 
4J 

nj 
u 

O T3 
Q) 0) 

O Q) Q) 

T3 iH C 
C O 

Q) a 

U)*H (0 

U o to 

> 

o . 

a a a 



\ 



51 



CO 



LU 

o 





u 




Q) 




T3 




1-1 




O 




*c 








u 








1-C 




o 




p* 




th 


CO 




Q) 




1-1 




•H 










(d 






a 








^' 




a 

















z 

UJ 

S 

UJ 



< 



ERIC 



CO 

< 
E 

LU 
< 

S Z 

-I 

a. 

a < 
§2 

H O 



CO 

o 

a 



a 



iH C[J M 
O Q) 
CU CO 

MOM 
60 O -H O 
0 O 1-1 J3 

cu a 



CO 



VO) o 
fi^ 



Q) 
T3 



CP 

O 
U 



Q) 
60 

a 

H 



n 



in 



> 



GQ 

s 

2 



X 
< 



0) 

^« e 

:3 

o c 

0) 

(0 a 
c o 
o 

^ to ' o 

a 4J cd (tf 

O a< |n| *C 

a 



o a S 



:3 a cd cd 
a 

cd C 



(0 M 

a 0) 



o 
u 

(0 



a 

0) 

-s 

Cd 



I — I 

I 

a 

0) 



(0 



Q) Q) 



cd 



a cd o ^ 

(0 4J 3 

to iH a d 
C iH cd 
o -H n 

•H ^ 

cd o o 
u o u 

a 4J ^ 
o 0) cd 0) 
I op 43 

c o 

OO-H S 
C T3 Cd 



to 
u 

0) 



C cd 4J ^ 



a 
cd 

U U-l 



Cd ^ 

CD § 

H c 
rt 

0 iH M 

•H Cd 0) 

a O T3 

0) M M 

T3 O 

O > 



to 

T3 



Cd ^ 

•H CO 

a o 

cd -H 

u cd 

cd * 

00 a 

c to -H 

•H Q) M 

a* a 4J 
:5 -H a 

O > 0) 
M 0) iH 
00 0) 



Cd 

0) 
00 



CO 
a 



to 

60 C 00 O 



C O C 



0) Cd Cd a 

1 43 ^ 

Q a cj tu 

c to 

:3 CO 

▻4 pq 



00 4J 

c a 

5 2 
a MH 
I 



M o 

0) a 

o« t 
o 



cd (d 



00 

a to 

•H U 
4J O 

:) 4J 
o« cd 
0 H 
o o 
a a 



to a> 

a« 3 

(u a 
a 

C 00 

o c 

§ > 

to -H 
iH 

iH to 

•H 0 

M S 

to 



O 



0) 

to 



cd 
u 
*o 

0) 

00 0) 0) 
iH > InI 

Cd iH a 

O X 

a to 0) 

•H I 

to 
Cd 



o« to 

to 



I 

> 

o 

o 

M 

O 



o 



2 

liJ 

S 

UJ 
< 



M-l 
O 

(0 
0) 



3 

a* 

0) 

(0 

a 

0) 



a >s 4J 

cd u 

u to 

4J :3 0) 

a a a 

cd a o 

4J cd 43 



Q) 3 

P* T3 

to O 

0) O 

U 00 



25 
O 
M 



ERIC 



</> 
2 
O 

< 
O 

2 

o 

a 



CO 
4J 
U 
O 
P. 
0) 

C 

o 



a 
Cd 



cd 



cd 
c 

0) 



c a 

O -H 

^1 

Cl< u 

•H a 

M to 

U -H 
CD TJ 
0) 

c 

T3 Cd 
C 

cd a 
o 

00 4J 

o cd 

rH U 

0 4J 

. _ ^ 0) o 

cd 0) a 4J a 

1 I 



* 0) 

a to 

O -H 
•H O 

a 



0) 

4J a to 
cd o a 

•H ^ 0) 

M to 43 

" to 0) 
0) 

u 



a. 
o 

a. 
p. 



U T3 

X o c 



0) 

-s 

(d 

u 
o 
6 

0) 

6 



to 

to -H 
4J to 
O 

Cd H 

MH Cd 

I a 0) 

(3 cd a 
o 

C rH 

Cd 



I 



c 

0) 
(U 

0 to MH 
I 



U 
0) 
T3 

rH 

O 
43 

a 



o 



a 



o 



c 

0) 

to 

0) 

I 



.CD 

I 

0) 

U T3 

O rH 

O 

>.43 

a 

•H a 

rH -H 

0 rH 

a O 

I. 

0) o 

a 4J 

1 I 



o 

:a 
to 
a 



•s 

cd 
a 



o 
I 



00 

c 
Cd 

0) 

Pu 
to 



00 

c 

iH 



00 

a 

00 •H 

c a 

iH 0) 
4J 4J 
•H to 



00 

c 

iH 
> 



CO 

S 

UJ 
CO 

> 

CO 

cc 
lii 
m 
S 

Z 



X 
< 



M 



M 

i 



Z 
UJ 

S 

UJ 



CO 



UJ 

o 
z 

UJ 

u 

CO 



o 



a 
1-1 
cd 
a 

o 



00 

M ^ 00 

1 « S 

o a 

f-l (0 1 
O Q) 

^5 



ERIC 



00 

l-l 

l-l 

o 
a 



o 
a 

43 
4J 



a 
o 

•H 

a 
(d 

0) 



00 

o 

ti 

U 

Cu 

60 



CO 

z 
o 

< 
o 

z 
S 

s 
o 



CO 
UJ 

a 
z 
o 
o 

CO 



CO 



(0 
0) 



o 



o 



u 

o 

a 



00 

a 

•H 

l-l 
Q> 
U 
C 
Q> 
I 



>^ 

o 
a 



00 



l-l 
a 

QO 

g 

l-l 

4J 



•H l-l 
4J O 



CO 
UJ 

D 
O 

s 

UJ 

a 
z 
<t 
s 

o 

u. 

CC 

UJ 

a. 



00 

a 

•s 



C/) 

S 

Ui 

H 

CO 

> 

CO 

cc 

UJ 

S 



< 



y 



:2s 



fi4 
O 

O 

§ 
w 



III 



z 

UJ 

S 

Ui 
CO 



UJ 

a 
z 

UJ 

u 

CO 



CO 



0) 



a 

Q) 
CU 

(0 



o 

CO 



o 

CO Q) 



4J ^ *C 



CO O 
Q) O 
M 00 



% 

ERIC. 



a 

Q) 



00 



CO 
CO 
Q) 

a 

a 
o 
u 



CO 

z 
O 

< 

z 

o 
o 



o 
c 



Q) 
4J 

CO 

Q) C 

:3 (d 
cr 

Q) a 

M o 

•H 

CO 4J 

a 

..a cd >s 

to O rH 00 

a -H c o o 

0) 4J cd »-» 

Q) -H CO 
M M M 

cu a a* Tj 0 
a CO 4i M 
o 0) c 

V7 ? 



o 



o 
00 a 

C r! 



(d 0) 



a 



CO 



T3 

Q) 
U 
Q) 



O 



(0 
0) 

cr 

Q) 



CO o (d 

CO 4J M 

Q) M 0) 

:3 o > 

cr cu 

0) Q) O 

M M 4J 

I I I 



00 

c 

00 00 1-1 
U C C 
•H -H 0) 

2«H CO 
1^ 1-1 
^ ^ 



r 

\ 



Duty B Prospecting 

1 Obtain engagement, marriage, birth, death announcements and 
other official reports 

2 Obtain lists of graduating students 

3 Obtain ^sts of property transfers, building permits and car sales 

4 Distribute flyers to apartment complexes 

5 Obtain lists of promotions 

6 Cold canvass 

7 Obtain referrals from policyholders, friends, other agents, centers 
I of Influence and paid solicitors 
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Duty Selling Policies 



1 Make an appointment 

2 Break the Ice 

3 Question prospect In a controlled situation to determine 
his/her needs 

4 Explain an appropriate solution and how It fits his/her needs 

5 Answer prospect's questions 

6 Explain premium and mode of pajnnent 

7 Reassure applicant 
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Duty E Delivering The Policy 



1 Make an appointment 

2 Explain policy to policyholder and answer questions 

3 Correct errors 

4 Collect premium 

5 Obtain referral 
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Duty F Collecting The Premium 

1 Prepare collection lists, 

2 Contact policyholder 

3 Receive money 

4 Credit policyholder's account and issue receipt 
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Duty G Accounting For Premiums Collected 

1 Balance collection with receipts 

2 Deposit collection 




li 



G 

< 
N 
< 
X 



LU 
U. 
< 

CO 



LU 

a 
o 

LU 

I 

z 

LU 

u 
z 
< 

CC 

o 

u. 

CC 
LU 
Q. 



z 

LU 

s 

LU 

< 



CO 

< 
E 

LU 

< 

S z 

UJ 

S 

a < 

111 

o 



erIcI 



CC 

o 

CC 
CC 
LU 



bO 

U 

O 

0) 

M 
O 

Q) 
00 

cd 



o 

a o« 

0) •H 

iH Q) 

iH a 

O Q) 

a }^ 



COi 
LU 

O 



H H CJ 



o o 



CO 
CO 



2 



Q) 

g. 

cr 

0) 
(U 

a 

O 

■2 

(9 

1 

iJ 

CO 



CO 

Z 
O 

CO 

o 

LU 
O 



3 



O 



Q 
CC 
< 
N 
< 
Z 



< 

CO 



4J 

c 

o 
a 

o ' 
cd 

60 

c 



O 

&4 




' f 

vs. 




Duty H Preparing Reports 

1 Assemble necessary data 

2 Put data into report form 

3 Transmit report to compf^ny 
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Duty Maintaining Good Public Relations 

1 Spp.ak to local community organizations and schools 

2 Join community organizations 

3 Sponsor civic activities 

4 Be a good neighbor 

5 Be publicly non-partisan 
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• Duty J Rating - 

1 Quote :r ate 

2, Follov-up on quote . 

3 File Information for later reference 
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Duty t Maintalnlhg Ah Oftlce ' 

1 Recruit i traln» evaluate and terai^Qate 
/ \ office, it^^ y, ^ ; . ^ 

2 Purchase^ auppllej and equipment:^ 

3 Ma^tlln adequate records \ 

4 Oversee houseke^iiihg dut;tes^^ 

5 Over seiB maintenance of ' eqalpaent 
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